























Module: Employability and Career Development LCLM4005
Assessment Title: Selection of written reflective tasks
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Task 1:

Comparing these two jobs
When comparing the Purchasing Assistant role with the Junior Accounts Assistant position, it becomes clear that, despite being in different departments, both roles require a similar set of core skills. Each position supports key business functions-procurement and finance, and therefore demands a strong level of organisation, accuracy, and professionalism in day to day tasks.
One of the most noticeable similarities is the reliance on administrative work. In the Purchasing Assistant role, responsibilities include raising purchase orders, maintaining supplier information, and supporting procurement processes. On the other hand, the Junior Accounts Assistant focuses on financial administration such as bookkeeping, maintaining ledgers, and preparing financial documents. Although the context differs, both roles involve managing records and ensuring that information is kept accurate and up to date, showing how essential organisation is in both positions.
Another key area of overlap is communication. The Purchasing Assistant must regularly interact with suppliers and internal teams to coordinate orders and resolve issues, while the Junior Accounts Assistant communicates with colleagues to manage financial data and address discrepancies. This demonstrates that both roles require clear and professional communication to ensure that operations run smoothly and that information is shared effectively across the organisation.
Accuracy is also a critical requirement in both roles, particularly due to the nature of the data being handled. In procurement, mistakes in orders or supplier details can result in delays or financial loss. Similarly, in accounting, errors in financial records or reconciliations can lead to incorrect reporting and potential compliance issues. This highlights how important it is for individuals in both roles to work carefully and minimise errors.
In addition to this, both roles involve working with digital systems and organisational processes. The Purchasing Assistant typically uses ERP or procurement systems to track orders and suppliers, while the Junior Accounts Assistant works with accounting software to manage financial transactions. This shows that being comfortable with technology and able to follow structured processes is important in both career paths.
Overall, while the Purchasing Assistant and Junior Accounts Assistant roles focus on different areas of a business, they share several important requirements. Both depend on strong administrative skills, effective communication, accuracy, and the ability to use systems efficiently. These shared skills highlight how business support roles, regardless of department, rely on similar competencies to maintain smooth and effective operations.
One shared skill between the Purchasing Assistant and Junior Accounts Assistant roles is attention to detail, which is essential in both professions. Employees in these roles handle important data such as purchase orders, financial records, and supplier information, where even small errors can cause significant problems. In procurement, mistakes may lead to incorrect orders or delays, while in accounting, errors can result in inaccurate financial reports or compliance issues. Attention to detail ensures accuracy, supports efficient operations, and helps maintain trust within the organisation. It also reduces the risk of financial loss and ensures that business processes run smoothly and reliably every day.

Task 2:

SWOT Analysis for Reflective Self-Assessment
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Self-assessment is an essential process that allows individuals to evaluate their personal qualities, skills, and areas for improvement. Based on my reflection and personality assessment results, I have identified key strengths and areas for development using the SWOT framework.
Strengths
One of my primary strengths is my strong analytical and critical thinking ability. My personality assessment indicates a high preference for thinking and intuition, meaning I tend to approach problems logically and focus on understanding patterns and deeper concepts. This allows me to break down complex tasks and develop effective solutions.
I am also highly independent and self-motivated. I work well when given autonomy and can manage tasks without constant supervision. This independence enables me to stay focused and productive, particularly in academic settings or projects that require deep concentration.
Another strength is my creativity and openness to new ideas. Being highly intuitive, I enjoy exploring innovative approaches and thinking beyond conventional solutions. This is especially beneficial in problem-solving scenarios and when adapting to new challenges.
Additionally, I value meaningful work and strive for continuous improvement. My slightly turbulent trait suggests that I am self-aware and motivated to grow, which drives me to reflect on my performance and seek ways to improve.
Weaknesses
Despite my strengths, there are areas where I need further development. One of my main weaknesses is a tendency to overthink. While analytical thinking is beneficial, it can sometimes lead to indecision or unnecessary stress when I focus too much on possible outcomes.
I also recognize that I can struggle with time management and consistency. My preference for flexibility (prospecting trait) means I sometimes delay tasks or work more efficiently under pressure, which can affect productivity and planning.
Another area for improvement is communication, particularly in expressing emotions or engaging in large group discussions. As an introverted individual, I may hesitate to share ideas openly, which can limit collaboration opportunities.
Lastly, I may avoid routine or structured environments, which can be challenging in professional settings that require strict deadlines or procedures.
Opportunities
There are several opportunities available for my personal and professional development. I can enhance my skills by participating in internships, workshops, and group projects that encourage collaboration and practical experience.
I also have the opportunity to improve my communication skills by engaging more actively in discussions, presentations, and networking events. This will help me become more confident in expressing my ideas.
Additionally, access to online learning platforms and academic resources allows me to continuously develop technical and professional skills relevant to my career goals.
Threats
Potential threats include my tendency to procrastinate and overanalyse, which could hinder my performance in high-pressure environments. If not managed effectively, these habits may impact deadlines and productivity.
Another threat is the competitive job market, where strong communication and teamwork skills are highly valued. My introverted nature could place me at a disadvantage if I do not actively work on improving interpersonal skills.
Finally, adapting to structured workplace environments may be challenging if I do not develop better time management and organizational habits.

Evidence of Readiness for Employability and Personal Advancement
I believe I am developing strong readiness for employability through my academic experiences, skill development, and personal growth.
Academic Achievements
Throughout my academic journey, I have demonstrated the ability to understand complex concepts and apply critical thinking skills to assignments and projects. My analytical mindset allows me to approach problems systematically, ensuring accuracy and depth in my work.
I have successfully completed coursework that requires independent research, problem-solving, and time management. These experiences have strengthened my ability to work autonomously and meet academic expectations.
Skills Development
I have developed several transferable skills that are essential for employability. These include problem-solving, critical thinking, adaptability, and self-management. My ability to learn quickly and adapt to new situations prepares me for dynamic work environments.
I am also actively working on improving my communication and teamwork skills by participating in group activities and discussions. This helps me build confidence and collaborate more effectively with others.
Extracurricular Activities and Experience
Participation in extracurricular activities and collaborative projects has allowed me to gain practical experience beyond the classroom. These experiences have helped me develop teamwork, leadership, and organizational skills.
For example, working on group assignments has taught me how to share ideas, listen to others, and contribute to achieving common goals. These are essential skills in any professional setting.
Feedback from Peers and Mentors
Feedback from peers and mentors has highlighted my strengths in logical thinking, creativity, and reliability. I am often recognized for my ability to analyse problems and provide thoughtful solutions.
At the same time, I have received constructive feedback regarding my need to be more confident in sharing ideas and improving my communication skills. I take this feedback seriously and use it as motivation for continuous improvement.
Conclusion
In summary, my self-assessment highlights strong analytical thinking, creativity, and independence, alongside areas for improvement such as communication and time management. Through my academic work and ongoing skill development, I am building readiness for employment and committed to continuous personal and professional growth.

Task 3:

Employment Goals
Based on my SWOT analysis, I have identified key weaknesses in communication, time management, and overthinking. To address these, my short-term goal is to secure an entry-level role or internship related to my field. This will help me gain practical experience and improve my communication and teamwork skills by actively contributing in professional environments.
I also aim to strengthen my time management by meeting deadlines consistently and organising tasks effectively. These skills are essential for building reliability and productivity in the workplace (National Careers Service, 2023).
My long-term goal is to progress into a specialised role where I can apply my analytical thinking and problem-solving abilities. I aim to become more confident in decision-making by reducing overthinking and developing leadership skills. These goals align with my career aspirations of becoming a well-rounded and capable professional (Cottrell, 2019).

Personal Development Plan
To achieve these goals, I will take specific actions. To improve communication, I will participate more in discussions and presentations and seek feedback from peers and mentors. Progress will be measured through increased confidence and participation.
To enhance time management, I will use planning tools, set clear deadlines, and break tasks into smaller steps. Success will be measured by consistently meeting deadlines and reducing last-minute work.
To reduce overthinking, I will set time limits for decisions and focus on practical solutions. Progress will be measured by faster decision-making and reduced stress.
Overall, this plan will help me improve my skills and increase my readiness for employment.
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Job Title: Purchasing Assistant
Location: County Durham
Salary: £28,000 - £30,000

‘Working Hours: Full-time, Monday to Friday

As a Purchasing Assistant, you will:

* Play a crucial role in supporting the procurement team to ensure smooth operations across the business.

Your responsibilities will include raising purchase orders, maintaining supplier records, and assisting with supplier
management to ensure materials and services are delivered on time and meet quality standards.

You will also support the evaluation of quotations, manage administrative procurement tasks, and help maintain
accurate records in line with company policies.

This is an excellent opportunity for a detail-oriented individual to develop their career in procurement, gain exposure to a
variety of purchasing activities, and contribute to the company’s overall success. The Purchasing Assistant will be involved in
liaising with internal departments and suppliers to resolve any procurement issues, ensuring deadlines and compliance
requirements are consistently met.

Skills & Experience:

* Previous experience (minimum 2 years) in a purchasing, procurement, or administrative role
* Strong organisational and communication skills
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Skills & Experience:

* Previous experience (minimum 2 years) in a purchasing, procurement, or administrative role

Strong organisational and communication skills

Proficiency in MS Office and experience with ERP systems is desirable

Attention to detail and ability to manage multiple tasks efficiently

Ability to work collaboratively and support the wider team

‘Why Should You Apply?

This role is ideal for someone looking to grow their career in procurement within a supportive and dynamic company. As a
Purchasing Assistant, you will receive mentoring, ongoing development, and the opportunity to make a real impact on
business operations. With excellent benefits, a positive working culture, and the chance to work in an organisation that
values your contribution, this is a role not to be missed.

Apply today to join this thriving team as a Purchasing Assistant and take the next step in your procurement career.

The Company:

Join a forward-thinking and innovative business based in County Durham, committed to nurturing talent and offering career
growth opportunities. This company values collaboration, reliability, and determination, creating a supportive environment
where your contributions as a Purchasing Assistant will be recognised and rewarded. You'll work with a team passionate
about delivering excellence and making a real impact on the business.

Apply Now ck Apply K

Type: Permanent Contract Length: N/A
Contact Name: Molly Hyndman-Cunningham Job Reference: 60079
Job ID: 224612505

Remember: You should never send money to a prospective employer or disclose any financial information. Should you encounter any job listings
requesting payments or financial details, please reach out to us immediately. For further guidance, visit jobsaware.co.uk.
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The Role

This is a remote entry-level position accounts assistant position with no prior experience required, as the successful
candidate(s) will receive training and is the perfect position if you are looking to start a career in accountancy.

Examples of work you'll initially be responsible for include:

* Bookkeeping

* Purchase/Sales Ledger

* Preparation of Financial Accounts
+ Bank Reconciliations

‘What we're looking for

What's important to us is someone that truly is passionate about accounting and determined to start a long-term career in
this field. We want someone who is willing to learn and work hard to have a successful accounting career with us, and we will
provide you with all the support you need to be the best accountant you can be.

Ideally you'll have a degree in Accounting, or studying your AAT or ACCA, or have experience as an accountant from abroad,
and you're looking to climb the ladder again.
Itis essental you are Sage 50 Qualified for this role (we can help you get this before forwarding your application for this role,

if you haven't already got this).

To be considered, please submit your application with an updated version of your CV.

Apply Now lick Apply K3

Type: Permanent Start Date: 12/04/2026
Contract Length: N/A Contact Name: John Baldrick
Job Reference: 809403 Job ID: 224808891
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Accounting

Q Nationwide
£ £30,750 - £33,150/annum

Apply Now

Who We Are

We are the UK's top training and recruitment company, specialising in Accounting. We work with over 500 accountancy firms
nationwide offering a wide range of positions. We take pride in helping aspiring accountants secure their first roles in

accounting and we also look after our candidates through out their whole accounting careers, offering more senior positions
as they gain more experience.

The Role
This is a remote entry-level position accounts assistant position with no prior experience required, as the successful
candidate(s) will receive training and is the perfect position if you are looking to start a career in accountancy.
Examples of work you'll initially be responsible for include:

* Bookkeeping

* Purchase/Sales Ledger

* Preparation of Financial Accounts

* Bank Reconciliations
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